State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Personnel Analyst 0607-5142-xxx 50000667 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT DMS/Personnel/Recruitment & Selection Services
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Reymunda Vences Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
Jeanne Lee 06/08/07
P eg_c;j%rg of Activity

POSITION SUMMARY
Under the direction of the Recruitment and Selection Services supervisor, plan and administer a
variety of examinations.

ESSENTIAL FUNCTIONS:

This position requires that the incumbent work independently, demonstrate god judgement, work
cooperatively with others, maintain regular, consistent, and predictable attendance in performing
the following duties:

50% Administer and oversee the administration of exams. Work with subject matter experts to conduct
job analyses to determine knowledges, skills, and abilities required for successful job performance
and then develop selection method to test for those KSAs. Interpret technical and complex laws,
rules, regulations, policies and procedures pertaining to selection issues. Personally evaluate
candidates' qualifications and handle the more difficult selection issues. Select panel members for
oral examinations and conduct panel orientations. Analyze post examination documents and make
recommendations for possible improvements to future exam administrations. Post and distribute
exam announcements and information lists for assigned exams. Perform special project such as
review of selection manual and development of selection-related forms.

25% Develop testing tools such as supplemental applications, performance tests, rating guides. Provide
guidance and direction to subject matter experts in the development of written test items or
structured interview questions. Analyze and edit written test items and interview questions for
content, structure, and job-related knowledge, skills and abilities of a class. Review item analyses
for written examinations and make changes to written test items as appropriate; set written test
pass points. Inputs and audits exams into the State Personnel Board's automated system,;
provides training to other staff as necessary.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Reymunda Vences >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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15% Determine exam priorities within assigned area. Evaluate the priority of exams based on sensitivity

procedures and policies.

of program, status of existing lists, number of vacancies, legal mandates, training assignments and
TAUs. Provide guidance and inquiries from employees and the general public on examination

5% Conduct selection related training such as Oral Exam Preparation, DWR Orientation; chair oral

interview panels.

5% Investigate and respond to exam appeals and represent the Department at SPB appeal hearings as

Attend Exam Supervisors' Forum as requested by supervisor.

needed. Review and respond to proposed changes to selection-related policies, procedures.
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	Management Related: 
	SRBU: Off
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25%

	activity: POSITION SUMMARY
Under the direction of the Recruitment and Selection Services supervisor, plan and administer a variety of examinations.



ESSENTIAL FUNCTIONS:

This position requires that the incumbent work independently, demonstrate god judgement, work cooperatively with others, maintain regular, consistent, and predictable attendance in performing the following duties:

Administer and oversee the administration of exams.  Work with subject matter experts to conduct job analyses to determine knowledges, skills, and abilities required for successful job performance and then develop selection method to test for those KSAs.  Interpret technical and complex laws, rules, regulations, policies and procedures pertaining to selection issues.  Personally evaluate candidates' qualifications and handle the more difficult selection issues.  Select panel members for oral examinations and conduct panel orientations.  Analyze post examination documents and make recommendations for possible improvements to future exam administrations.  Post and distribute exam announcements and information lists for assigned exams.  Perform special project such as review of selection manual and development of selection-related forms.

Develop testing tools such as supplemental applications, performance tests, rating guides.  Provide guidance and direction to subject matter experts in the development of written test items or structured interview questions.  Analyze and edit written test items and interview questions for content, structure, and job-related knowledge, skills and abilities of a class.  Review item analyses for written examinations and make changes to written test items as appropriate; set written test pass points.  Inputs and audits exams into the State Personnel Board's automated system; provides training to other staff as necessary.  


	classification: Associate Personnel Analyst
	appointee: VACANT
	dwr position number: 0607-5142-xxx
	sap personnel no: 
	sap position number: 50000667
	division: DMS/Personnel/Recruitment & Selection Services
	mcr: I      
	percent 2: 15%




5%


5%
	activity2: Determine exam priorities within assigned area.  Evaluate the priority of exams based on sensitivity of program, status of existing lists, number of vacancies, legal mandates, training assignments and TAUs.  Provide guidance and inquiries from employees and the general public on examination procedures and policies.

Conduct selection related training such as Oral Exam Preparation, DWR Orientation; chair oral interview panels.

Investigate and respond to exam appeals and represent the Department at SPB appeal hearings as needed.  Review and respond to proposed changes to selection-related policies, procedures.  Attend Exam Supervisors' Forum as requested by supervisor.  


	supervisor name: Reymunda Vences
	employee name: 


